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AppleWorks GS Quick Reference 


Common Commands and Operations 


Command Keys 


File Menu 

G-N New 
G-O Open 
G-K Close 
Ges Save 

G-P Print 
G-Q Quit 

Edit Menu 

ed Undo 
Gene Cut 

G-C Copy 
G-V Paste 
G-A Select All 
Size Menu (Word Processing and Page Layout only) 
es Larger 
G-< Smaller 


Style Menu (Word Processing and Page Layout only) 
Get Plain 


G-B Bold 

G-I Italic 

G-U Underline 
G-H Superscript 
G-L Subscript 


Exchanging Information Between 
Applications Using Control-Drag 


@ Select the information to be copied to another 
application 


@ Holding down the Control key, drag the informa- 
tion to the new application window and release the 
mouse button 


Selecting 


Selecting Text and Text Objects 


@ To select text, click the I-beam where you want to 
begin the selection and drag until the desired text is 
selected 


Selected word processor text 


To select text in a page layout 
text object, click the I|-beam in 
the text object and drag until the 
desired text is highlighted 


Captain Francis 


@ To select a text object, choose the selection arrow 
and click the text object 


Text Object 


Selected graphics text object 


In June, 1579, Cop- 
tain Francis Drake 
was the first Eng- 
lish explorer to 
visit the Redwood 
Empire, which 
eS ee (Spe oes “eee 


Selecting Graphic Objects 


@ To select a graphic object, click the object with the 
selection arrow ' 3 
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@ To select multiple objects, hold down the Shift key 
as you select each object—or drag to create a 
selection rectangle around all the objects 
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Word Processing 


Command Keys 


Edit Menu 
G-[ 

Ge] 

Gaxé 


Search Menu 


G-W 


Control Keys 
Control-F 
Control-X 
Control-Y 


Copy Ruler 
Paste Ruler 
Select Paragraph 


Find Again 

Go to Insertion 
Go to Beginning 
Go to End 
Check Spelling 


Normal View 

Hide Ruler/Show Ruler 
Pages 

Insert Page Break 


Delete next character 
Delete to beginning of line 
Delete to end of line 


Formatting Text with the Ruler 
Ruler commands affect the paragraph containing the insertion point (or multiple selected paragraphs). 


The left margin 
marker sets the 
left margin of a 
document 


The red indentation 
marker sets the 
indentation of the first 
line of a paragraph 


Click one of the line- 
spacing boxes for 
single, 1'/2, and 
double line spacing 


Keyboard Commands for Moving the 


Insertion Point 
This key: 

Up Arrow 

Down Arrow 
Left Arrow 

Right Arrow 
-Up Arrow 
@-Down Arrow 
@-Left Arrow 
-Right Arrow 


Option-Left Arrow 
Option-Right Arrow 


G-1 
G-5 
G-9 


Selecting Text 


Moves the insertion point: 

Up one line 

Down one line 

One character to left 

One character to right 

Up one windowful 

Down one windowful 

To left margin of current line 
To right margin of current line 
To beginning of previous word 
To beginning of next word 

To beginning of a document 
To middle of a document 

To end of a document 


@ Click once to select the insertion point 
@ Click to select the insertion point and drag to select 


a range of text 


m@ Double-click to select a word 
@ Triple-click to select a line 
@ Shift-click to expand a range of selected text 


Get left-align, right- 
align, and decimal- 
align tabs from the 
tab well 


Text alignment boxes 
let you left-align, 
center, right-align, 
and full justify text 


The right margin 
marker sets the 
right margin of a 
document 
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Database 

Command Keys Selecting Data Items 

Edit Menu To Select a Cell (a single field in a record) in a List 
Gell Insert Record Click the cell 


1a File Edit Organize Template Report Window 


cS Bus.Addresses (08) == 


Organize Menu 


| __ Address | 
Peasley: 19 Colorado Lane ‘Kingston 


Gan Find Next Wiisecsasnhased Ce eee cin saps eas tM s 
G-M Match Records 

G-R Show All Records To Select a Field in a Form 

G- Hide Selected Records Click the field 

G-] Hide Unselected Records 


@ File [dit Organize Template Report Window 
SSS 6.) SSS 


tT First Nome Lost Name Tows 


Template Men 
P F ” ° Storting Date [___5/6/87 | Starting Salary [_$90,000.00_] 


G-/ Show Definition L patctnsnl Se i 
First Nome Last Nome 

ic -_> Show Form Starting Date Starting Salary Css) 

G-< Show List 

G-# Grid 


To Select a Field (in all records) in a List 
Additional Keyboard Commands Click the field column heading 


G-” Copies into selected field of ee 
‘ 16 | 10009 
current record the contents of same 


a : i a Lin H 
field in previous record “Vilson Wilts Wve Ea 


Jacobson 34 Jimmerson Crt SU 
Lacreachaces Schmidt 39. Woin S¢ CEU 


The Form Definition Screen 


@ file Edit Organize Template Report Window 


Header label — —==== = bis Addresses (08) ————————=—=—=P" 
SS 2 ea 


jm 


Header area——J Hy First None Lost Nome ay 
Header tag pp Click the Starting Date — — eae j 
ales Region 
i record's First Name Coan) Last Nome 
rian select box Prict Date Starting niga ti) 
Body area Sales Region [Rk —] 
Body area tag oe io ] 
Footer tag To Select a Record in a List 
Footer are 
m@ To resize the header, drag the header tag Click the re 
m@ To resize the body area, drag the body area tag record's 


m@ To resize the footer area, drag the footer area tag select box 


Spreadsheet 


Command Keys Selecting Spreadsheet Information 
Edit Menu To Select a Cell 
- pane Click the cell 
: [ee File Edit Format Options Dota Window eee 
sgl = cradebok 99) SSE 
G-T Transpose 
Format Menu 
G-B Bold 
G-U Underline 
G-# General 
G- Fixed ; 
G-$ Dollars To Select an Entire Column 
His pone om Click the column heading 
3. po aad 
: 
G-R Red Negative #’s << _. ene Sradebonk 5) Es 
G-( Parenthesize Neg. #’s 


Options Menu 


G-= Recalculate 
G-L List Functions 
Data Menu To Select an Entire Row 
G-G Go To 
O-* Protect Click the row heading 
ae —————— roth OO ——————— 
Additional Keyboard Commands radebod 
Left Arrow Move one cell to left 
Right Arrow Move one cell to right 
Up Arrow Move up one cell 
Down Arrow Move down one cell 
G-Left Arrow Move to leftmost cell on screen 
-Ri i 1 : 
G-Right Arrow Move to rightmost cell on screen Te Min a Salen 
-Up Arrow Move to top cell on screen 
-Down Arrow Move to bottom cell on screen Hold down the G key and click the cell you want to 


make the upper-left cell of the selection’s new 
location. 
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Graphics 
Command Keys 


Edit Menu 
G-D 
G-B 


Arrange Menu 


G-+ 


G-R 

@-Left Arrow 
G-Right Arrow 
G-Up Arrow 
G-Down Arrow 


Options Menu 
G-T 
G-Y 
G-# 


The Tool Palette 


Click to 
select a tool 


Duplicate 
Begin New Paint Object 


Bring to Front 
Send to Back 
Shuffle Up 
Shuffle Down 
Group 
Ungroup 

Flip Horizontal 
Flip Vertical 
Rotate Left 
Rotate Right 
Nudge Left 
Nudge Right 
Nudge Up 
Nudge Down 


Tools 
Patterns 
Grid 


The editing tools 


The paint tools 


The drawing tools 


Graphics Tool 
Icon: Tool: 

Selection Arrow 
Marquee 
Magnifying Glass 
[F] Lasso 
Grabber 
Eraser 
Paintbrush 
Pencil 
Paint Bucket 


A Spray Can 

Text Tool 
Horizontal/Vertical 

Line Tool 

Line Tool 

[o] Rectangle Tool 

[Oo] Rounded Rectangle 
Tool 

[Ss] Oval Tool 

Arc Tool 

Polygon Tool 


Use this tool to: 


Select, move, and reshape 
objects 

Make a rectangular 
selection 

Magnify a part of a 
document 

Select an irregularly 
shaped area 

Scroll in multiple 
directions at once 

Erase portions of a 
document 

Paint with different brush 
shapes and color patterns 
Create freehand lines and 
edit documents precisely 
Fill any bounded area in a 
document with a color 
pattern 

Spray dots of a color 
pattern in a document 
Create text objects 


Draw straight horizontal 
and vertical lines 

Draw straight lines at any 
angle 

Draw rectangles and 
squares 

Draw rounded rectangles 
and squares 

Draw ovals and circles 


Draw 90-degree arcs 
Draw polygons with any 


shape and number of 
angles 


Graphics (continued) 


Keys to Choose Tools: 


This key: Selects this tool: 
Space bar The Selection Arrow 
Tab key The Grabber 

Esc key The Magnifying Glass 


Holding Down the Option Key 
When you select: Produces this effect: 


Marquee Leaves behind a copy of the 
selection as you drag 

Lasso Leaves behind a copy of 
the selection as you drag 


Holding Down the Shift Key 


When you draw Produces this effect: 
with this tool: 


Line Tool Creates 45 or 90-degree 
angle line 

Creates a square 

Creates a rounded square 


Creates a circle 


Rectangle Tool 
Round Rectangle Tool 
Oval Tool 


The Line Palette 


Click the dotted line to choose no line 


[on the desired line width in the palette 


The check mark indicates the currently selected 
line width 


The Brush Shape Palette 


When you choose the Paintbrush, the brush shape 
palette replaces the line palette. 


Click to choose 
a brush shape Click to display more 
brush shapes 


The Pattern Palette 


Click to select a color or pattern for fill. Hold down 
Option and click to select a color or pattern for lines 
and borders of regular shapes. 


The current pattern 


appears here Click to choose a color pattern 
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Click to choose black, 
white, or None 


Click to display more patterns 


Communications 
Command Keys 


Transfer Menu 


ese Cancel 

Settings Menu 

G-M Hardware 

Gah Communication 
Phone Menu 

G-D Dial 

G-H Hang Up 


Additional Keyboard Commands 


To dial a fast-dial phone number, hold down the 
Option key and press the character key assigned to the 
phone number. (You assign fast-dial characters to 
phone numbers with the Dial command on the Phone 
menu.) 
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Page Layout 
Command Keys Graphics Tools : 
Edit Menu Icon: Tool: Use this tool to: 
G-D Duplicate [ he | Selection Arrow Select, move, and 
Options Menu reshape objects 
G-W Fit in Window/Normal View Text Tool Create and edit text 
G3-G Go to Page objects 
Page Number Tool Place the page number 

Arrange Menu 

. on a document page 
G-+ Bring to Front Date Tool Place the current date on 
G-- Send to Back 


a document page 
Horizontal/Vertical Draw straight horizontal 


The Tool Palette 


Line Tool and vertical lines 
: Line Tool Draw straight lines at 
Click to select — as Pe Seana ay any angle 
a tool The text tool Rectangle Tool Draw rectangles and 
squares 
i The page number and date tools Rounded Rectangle Draw rounded rectangles 
Tool and squares 
Oval Tool Draw ovals and circles 


Filled/Hollow Icons Specify whether to make 
a shape filled or hollow 


The shape drawing tools 


AOOONH & bP 


The filled and — The Page Icons 
hollow icons 
, Master Page Icons let you Numbered Page 
select the master page (for Icons let you select 

The Line Palette items repeated on every the actual pages of 

The check mark indicates the currently selected ae page of a document) Wak document 

line width 

Click the desired line width in the palette. 

as Scroll the arrows to aa 
see more page icons 

Formatting with Rulers . The indentation marker sets the inden- The inch scale lets you determine where 


tation of the first line of a paragraph to place the indentation marker and tabs 


la Nfile Edit Options Arrange Text Fort Size Style Color Window 
i 


Get left-align, decimal-align, and 
right-align tabs from the tab well 


Claris is a trademark of Claris Corporation. AppleWorks is a trademark of Apple Computer, Inc., licensed to Claris Corporation. 


